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Introduction

CARS is a web site made available by the Department of Audit, State of Tennessee. It can be
used to create contracts electronically, create amendments to those contracts, and create
supplemental contracts. It can also be used to upload audit reports, separate single audits,
management letters, cover letters, unaudited financial information, other miscellaneous
correspondence or revisions to previously uploaded files.

Everyone who uses the system must set up an account and be approved by the Tennessee
Department of Audit. Unauthorized people are not able to view any of the content within the
system.

Please note that by submitting any information or files to the Department of Audit, you are

certifying that the information is accurate and complete to the extent of your knowledge. In
addition, all information because “public’ and is subject to the Open Records laws.

How do | get to the site?

The web site is located at this address: https://www.comptrollerl.state.tn.us/RA Upload

When you go to the site, you will see a welcome page with the options to Log In or Sign Up for a
new account.

Request an Account

The first thing you will need to do is request access to the web site by creating an account.
Please follow the steps below to do so:

Step Action
1 To request an account, click the “Sign Up” button from the Welcome page.

Tennessee Comptroller of the Treasury
Contract And Report System (CARS)

fogtn Welcome to CARS - C:

Sign Up

Help
The Tennessee Comptroller's Automated Reporting

This site is intended to be used by certified public a


https://www.comptroller1.state.tn.us/RA_Upload

Step Action

2 Select whether you are a part of a CPA firm or an audited organization.

Are you a part of .? * (A CPA Firm O An Organization

3 A list of entities we have on file will be displayed. Click the list to expand it.

Are you a part of .7 * (& A CPA Firm O An Organization

CPA Firm Mame | Choose one

Adams and Plucker - Greeneville, TH
Alan C. Thomason - Columbia, TN
Alan Zumstein - Lexington, KY 8
By clicking the button below,| Albert R. Dicus - Sparta, TN

Alexander Thompson Arnold PLLC - Alamo, TH

Alexander Thompson Arnold PLLC - Dyersburg, TM

4a If the name of your business is in the list, click it. You'll notice that a form containing the
information we have on file for you is displayed.

4b If the name of your business is NOT in the list, click the Add New button below the list. You'll
notice that a blank form appears.

If your eptify jsn't listed above, click this button to add it
e —
q AddNewEntity [

5 When the full form appears, enter or update your information. You can change any of the data.
Explanations for each of the fields are in the table below this one.
6 When you have filled out the form, click the Submit Request button. If there are any required

fields missing data, they will be displayed in red.

By clicking the button below, you are certifying that thiz information is accurste and complete to the extent of your knowledgs

—
& Submit Request |} Cancel

7 If the submission was successful, a confirmation screen will be displayed. A confirmation email
will also be sent to the contact email address you provided.
8 When the Department of Audit reviews your request, an email will be sent to the contact email

address you provided.

Required fields are indicated by a red asterisk (*)

Field Description

CPA/Organization The name of your business

Name(*)

Your title position(*) Your title or position within the business

Are you the mayor, Note: City Organizations only

recorder, or equivalent

authorized to create This indicates whether you are authorized to create CMFOA designation
CMFOA designation forms on behalf of your city.

forms?

Your name(*) Your name

Your salutation Mr., Mrs. Dr., etc.



Your phone number(*)
Your fax number
Your email address(*)
Address 1(*)

Address 2

City(*)

State(*)

Zip(*)

Company phone
number(*)

Company email (*)

Company email 2

Company email 3

Email for Final Contract
Alerts

Why are you
registering? (*)
Peer review date

Reason that peer
review has not been
completed

Fiscal Year End(*)

User Name(*)
Password(*)
Verify Password(*)

Your phone number

Your fax number

Your email address

The address of your business

Additional address information for your business

The city your business is located in

The state your business is located in

The zip code of your business

The primary contact phone number for your business (can be same as your
phone number if there is no company phone number)

The primary email address for your business (can be the same as your
email, if there is no company email)
Note: CPAs only

A second email for your business, if applicable
Note: CPAs only

A third email for your business, if applicable

If people within your business want to be notified when contracts have been
signed by all parties (CPA, Organization, Dept of Audit), enter those here.
Separate email addresses with a semi-colon if entering more than one.
Indicate the reason you want to use the CARS system

Note: CPAs only

The date of your company’s last peer review.
Note: CPAs only

If you haven’t entered a peer review date, enter the reason.
Note: Organizations only

The month and day of your organization’s fiscal year end

Can be any characters up to 30 in length

Can be any characters, and must be between 8 and 20 in length
Retype the password to verify you entered it correctly

CPA Note! Even if you request an account and it is approved, you will not be able to use the
system until you have a peer review on file with our office. You may be granted provisional
access if you have a pending peer review, but you will need to coordinate with us in advance.



Log In

After you receive an email from the Department of Audit that your account has been approved,
you are able to log in to the CARS web site.

Step Action

1 ' Click the “Log In” button from the Welcome page.

Tennessee Comptroller
Contract And Report Sy

Divisions Related Agencies

‘ Log In

sign Up

2 Enter your user name and password
3 Click the Log In button

Chan_ge your password

Step Action

1 ' Click the “Log In” button from the Welcome page.
2 Click the “Change my password” link on the next page

Log In

User Name:

Password:

En

Change my password

Forgot user name or password?

3 Enter your user name and new password twice (to verify it was entered correctly)
4 Click the Change Password button




If you forget your user name or password

Step Action

1 Click the “Log In” button from the Welcome page.
2 Click the “Forgot user name or password?” link on the next page

LogIn

User Name:

Password:
[Losi]

Change my password

\Forgof user name or password‘)

3 Enter the primary email address you used to set up the account

Please enter the e-mail address you used to create the account and your information will be sent to you.

|MyEmaiI@EmaiI_com |

Submit Request Cancel

4 Click the Submit Request button
5 An email will be sent to that address with the user name and password a few minutes later




Modify My Account

If you need to update any of the information for your account, please follow the steps below.

Action

Step
1
2

Note!
Note!

Note!

Log in to the web site
From the Main Menu, click the Manage my Account link

Manage my Account
{change address, email, efc.)

The fields that you can change are displayed on the screen

When you have finished your changes, click the Submit Request button. If there are any required
fields missing data, they will be displayed in red.

Refer to the Request an Account section of this document for descriptions of the fields

When you click the Save Changes button, it may take a day or two for the Department of Audit to
reflect the update — it is not instantaneous.

You can click the Cancel button to return to the Main Menu without saving your changes

When you change any information for your business, if there are any other people who also have
accounts for that business, the changes you made will also be applied to them. It is assumed
that everyone from a company will have the same company information. Your contact information
will remain unchanged.



Manage the accounts for my business

If you have the authority to do so (that is, if you are an admin user), you can see all of the
people who have accounts for your company, you can change their authority level, or you can
change whether they are active or inactive.

Step  Action
1 From the Main Menu, click the “Manage all Accounts for my Business” link

Manage my Account

Manage all Accounts for my Businegs

Admin users for my business

2 The list of people from your company who have accounts in CARS is displayed in a list.
3 To change their authority level or their status, click the Edit link

Employee Hame | Title Company |Addressi

Marvin Jenkins Clerk

Mario Plumberton | Errand Boy

5 Click the Update button to commit the change.

-

Active '(

FiY Ldmin

You can also click the Cancel button to return to the default view without saving any changes.
Note! You can click the column headers to sort the table by that value

Employee Ham: | Title Company |Addressi
Kyle Olsen ‘ en—hegitle what? | Kyle the CPA | 4-16 address 1 change | Memphis
6 Click the Main Menu link at the bottom of the page to return
| Sarah Keys | Typist Kyle t

10



Note! Authority Level Descriptions
Admin users can create contracts, sign contracts, upload reports and manage users
Edit Only users can create contracts and upload reports
Edit & Sign users can create contracts, sign contracts, and upload reports

Status Descriptions
Active users can access the system
Inactive users cannot access the system
Note! When a new account is created, it is set up with Administrative authority by default. It can be
changed if necessary.

View the admin users for my business

You can see a list of all of the people in your business designated as “Admin” level.

Step Action
il Click the “Admin users for my business” link

Admin users for my busfnp.s%
q

-

2 The list will pop up as a new window

Admin Name Business Addressl City State Zip
Kyle Olsen Kyle the CPA 4-16 address 1 change Memphis TN 37243 kyle olsen@in gov (615) 234-3432

Marvin Jenkins ~ Kyle the CPA 4-16 address 1 change Memphis TN 37243 kyle olsen@tn.gov (615) 234-3432

11



Create a contract

To create an electronic contract, please be aware that your company and the company you wish
to create the contract with must have approved accounts for this system.

The CARS system works by alerting the parties via email when activities occur. As such, those
accounts must have valid email addresses, as well.

Step Action
1 Click the Create Audit Contract link on the Main Menu
Create Audit Conftract
Manage Audii{f}ontracts
2 Fill in the contract form. Explanations for each of the fields are in the table below this one.
3 If you are signed in as a CPA, the Auditor data will automatically be filled in based upon your
profile.

If you are signed in as an Organization, the Organization data will automatically be filled in based
upon your profile.
4 If you notice that your information needs to be updated, click the “Modify My Data” link.

#

Auditor-tame Kyle the CPA - Memphis, TN

¢ fields below are based on the name &
fie Manage my Account form. Please notg

Note! If you click this link, you will be taken away from the contract form and you will have to start
the contract again.

12



Step Action

5a

5b

If you are signed in as a CPA, select the Organization you are contracting with from the drop down
list.

Select An Organization -
Select An Organization

By default, the Organization drop down list is populated with any organizations you have
previously audited. If you do not see the organization you want in the default list, click the Load
button to view all available organizations.

Above is a list of organizatiof

q Click the Load button if you

If the organization you are trying to select isn’t displayed in the complete list, they are not in our
system. Please have them sign up for an account and they will be added to our system during
that process.

After you select an organization, the fields for that organization will automatically be filled in. You
are not able to change the organization’s data. If you notice their information is not correct, please
contact them and have them change it.

If you are signed in as an Organization, select the CPA you are contracting with from the drop
down list.

Auditor Name *  Select An Auditor M
« |Select An Auditor -

Address 1 Adams and Plucker - Greeneville, TN ?
Address 2 |Alan C. Thomason - Columbia, TN L5 3

If the CPA you are trying to select isn’t displayed in this list, they are not in our system. Please
have them submit a request to add an account and they will be added to our system during that
process.

After you select a CPA, the fields for that CPA will automatically be filled in. You are not able to
change the CPA’s data. If you notice their information is not correct, please contact them and have
them change it.

To attach files, click the Browse... button, navigate through your computer’s folder structure,
attach the file, select a Description of the file (either an Engagement Letter or Miscellaneous) and
click the Attach File button.

Attached files [File name Description

Engagement Letter ~ w

File Name Description
This is a test file-4-26-10_12-17-58 doc Engagement Letter

13



Step Action
6a After you click the Attach file button, the file will be added to a list, as shown in the example above.
If you want to remove the file, click the Delete link next to it.

Note! All files you attach will be renamed to include your file’s original name and also the date and
time it was uploaded. This is done to ensure that all uploaded files have unique names.
7 After you have filled out the contract to the extent you wish, click the Continue button at the bottom

of the page to save the contract and display the verification page.

riify that the information on this form is accu

 contnee Jcorce

7a If there are any data validations errors, the field will be highlighted in red and an error message
will be displayed at the top of the page.

Please resolve all issues with the fields highlighted in red below.

View Contract History

Period Begin Date *

Required fields are indicated by a red asterisk (*)

Field

Period Begin Date(*)
Period End Date(*)

Division Responsible(*)

Auditor Name(*)
Address 1(*)
Address 2
City(*)

State(*)

Zip(*)

Email (*)

Organization Name(*)
Address 1(*)
Address 2

City ()

State(*)

Zip(*)

Description

Beginning date of Audit Period

Ending date of Audit Period.

Whether the contract will be under the purview of County Audit or Municipal
Audit

The name of the CPA firm

The address of the CPA firm (read only)

A second address of the CPA firm (read only)
The CPA firm’s city (read only)

The CPA firm’s state (read only)

The CPA firm’s zip code (read only)

The CPA firm’s primary email address (read only)

Note! If the CPA firm does not have an email address associated with their
account, a contract cannot be created with them.

The name of the organization

The address of the organization (read only)

A second address of the organization (read only)

The organization’s city (read only)

The organization’s state (read only)

The organization’s zip code (read only)

14



Field Description

Email (*) The organization’s email address (read only)

Note! If the organization does not have an email address associated with
their account, a contract cannot be created with them.

Funds Excluded If the organization has any funds or component units, they will be displayed
in a list below this field:

Funds/Component Units excluded from this
contract

if the organization has any, below is & list of the funds and component units that are assumed
to be included in this contract. Please enter the ones NOT included in this contract in the
above text box

- Memphis Area Transit Authority - 3046
- Memphis Board of Education - 2677
- Memphis City Schools - 869

The list is based on the relationships we have on file. Enter the names of the
funds/component units to be excluded from this contract. If this field is blank,
it is assumed that all funds/component units are a part of this contract.

Date of Agreement(*) The date the contract was created.

Expected Report The date the audit report is expected to be filed with the Tennessee

Date(*) Department of Audit.

Number of Copies The number of copies of the report required to be provided.

Copy Requirements Any additional requirements associated with the copies to be provided.

Special Provisions Any other provisions to clarify contract parties’ responsibilities (please see
related flowchart under the Help link)

Fixed Auditor Fee(*) The amount of the contract if it is a fixed fee.

Either Fixed Auditor Fee or Estimated Gross Fee must have a value — not
both.

Estimated Gross Fee(*) The estimated amount of the contract.

Either Fixed Auditor Fee or Estimated Gross Fee must have a value — not

both.
Per Diem Schedule(*) This field is only required if Estimated Gross Fee has a value.
Attached Files Any file uploaded to the contract.

Additional Comments Any additional comments or explanations relevant to the contract which you
would like to provide to the Department of Audit. Please note, these
comments are outside of the contract document.

15



Contract Verification Page

After a contract has been created, you can use the contract verification page to view a draft of
the contract, print a copy of the contract, sign the contract, cancel the contract, and other
activities.

Feature Description

Print contract Clicking this button will actually open the contract as a PDF, which can be
printed from that program.

To print a copy of the contract, please click the printer but

P M 1/1+

CONTRACT TO
Kyle C
Navigate contract The contract is two pages long. To go to the second page or return to the first
pages page, use these navigation buttons.
o | » M 1/1+
1)
CONTRAC]
Ky
View attached files You can also open attached files. Scroll to the bottom of the page and click
the File link next to the file you wish to view.
, BFilcName ____ [Description |
Attached T8 i is a test file-4-26-10_12-50-24.doc Engagement Letter a@
To return to the contract editor form
Modify contract Click this button to display the contract in the same format as the create
contract page.
Save for later Click this button to save any progress you’ve made and return to the main
menu
Sign contract Click this button to display the sign contract pop up window
Cancel contract Click this button to cancel the contract.

Note! Contracts that have already been signed by the TN Department of
Audit cannot be canceled using this system.

Note! If the contract has already been signed, all parties will be sent emails
that the contract has been canceled.

Notify others Click this button to display a pop up form that can be used to email other
people to let them know this contract is on-going.

16



Sign a contract

Step Action

1 Go to the contract verification page
2 Scroll down to the bottom of the page. Click the Sign Contract button.
Save For Later
Sign Contract
Cancel Contract
Notify Others
3 Your name, title, and today’s date will be displayed on a pop-up window. You can modify your

name and title, if you wish. Click Sign Contract when you're ready to add your digital signature to
the contract.

Contract button. After you have signed the contract an e-mail will automatically be
ent to the other party informing them there is a contract pending their action.

&

Signature Mame: Kyle Olsen

[’!ease enter the name and title you want to sign the contract with, and click the Sign

Title: CPA
Date: 4/26/2010

Sign Contract Cancel
L3

Note! Modifying your information here will NOT update your file. This information will only be used
for the signature block of this contract.

4 After you have signed the contract, you’ll notice that the Sign Contract button is disabled. Once
you have signed a contract, you cannot sign it again.

After you sign the contract, the other party will be emailed that they have a contact pending their
attention.

17



Manage contracts

After contracts have been created, they can be accessed via links on the main menu, as
explained below.

Using the contract filter links

Manage Audit Contracts

(list of all contracts ~ completed and in-progress)

Number of contracts pending my action: 2

Number of contracts pending action from the second party: 3

Number of contracts pending action from Dept of Audit: 1

Click “Manage Audit Contract” to view a list of all contracts associated with your company.

Click the “Number of contracts pending my action” link to view a list of contracts that await your
review and signature.

Click the “Number of contracts pending action from the second party” link to view a list of
contracts you have signed, but need to be signed by the other party.

Click the “Number of contracts pending action from the Dept of Audit” link to view a list of
contracts that you have signed and that the second party has signed, but needs to be signed by
the department of audit.

Note! The links above will only be visible if there are any contracts that meet that status.

When any of these links have been clicked, the contract hopper will be displayed, which is
explained in the next section.

18



Using the contract hopper

The contract hopper is a list of contracts that involve your company in some form or fashion. If
one of the filter links from the main menu was clicked, that filter will be applied to the hopper
results.

The following features are available.

Feature Description

Searching You can search within contracts by auditor name, organization name,
contract status, or one of the date fields. After you have entered your search
criteria, click the Search button to apply it.

W| Auditor Name confains

Search N QOrganization Name confains
Clear Status = All -

Period Begin Date ~ =

Note! Using the search bar will override any link filters applied.

Note! For auditor name or organization name, you can enter only a part of
the name and the search will find any matches for it. For example, if you
enter “Memphis”, the results will return any contracts that have “Memphis”
anywhere in their name.

Note! Click the Clear button to remove any applied search.
Sorting the list You can click the column headers to sort the list by that column. Click once
to sort in ascending order, click again to sort in descending order.

Sontonian o0 MATTRyEHRICRA Kyle the Org

Sign Contract | Edit | CA | Kyle the CPA | Kyle County Audit

Sign Contract Click the Sign Contract link to view the contract verification page. From here,
you can sign the contract.

Note! If the contract has already been signed by the department of audit, you
cannot even view the verification page. The contract is considered locked at
that point.

Edit Contract Click the Edit link to view the contract details page. From here, you can make
changes to the contract.

Note! If the contract has already been signed by the department of audit, you
cannot edit the contract. The contract is considered locked at that point.

19



Feature Description

View Amendments Click this link to view all amendments associated with the contract. A new
window will pop up.

Note! This link is only active if the contract has one or more amendments.
Extend the Report Due  Click this link to extend the audit report due date. A new window will pop up.
Date

Please see that section for details.

Contract hopper column descriptions

Field Description |

Div The department of audit division responsible for this contract. MA = Municipal
Audit. CA = County Audit.

Auditor The name of the CPA firm.

Org Name The name of the organization.

Begin Date The beginning date of the audit period.

End Date The ending date of the audit period.

CPA Sign Date The day the CPA firm signed the contract.

Org Sign Date The day the organization signed the contract.

Audit Sign Date The day the department of audit signed the contract.

Audit Rpt Rcd The day the audit report for this contract was received by the department of
audit.




Edit a contract

To make changes to a contract, follow these steps.

Step Action

1

Click the Edit link from the contract hopper

Div Auditor

S onta s S MA | Kyle the CPA

Sizn Cuntraj Edit \CA | Kyle the CPA
Sign Centract| Kyle the CPA
Sign Contract CA | Kyle the CPA

The contract will open in an editable form.

Note! If the contract has been signed by at least one party, you will be notified of that fact. Any
changes made to a signed contract will result in all signatures being removed and emails being
sent to the other party involved.

Make whatever changes you wish and click the Continue button at the bottom of the form to
continue.

The form will validate the data. If there are any errors, the field will be highlighted in red. All errors
must be resolved before the changes can be saved.

After successful form validation, the contract verification page will be displayed.

21



View a contract’s activity history

An entry will be added to the contract’s activity

history every time one of these events occurs:

Contract created, contract signed, contract canceled, contract rejected (by dept of audit).

To view the contract’s activity history, follow these steps.

Step Action

1 Click the Edit link from the contract hopper
Div Auditor
S onta s S MA | Kyle the CPA
Sizn Cuntraj Edit \CA | Kyle the CPA
Sign Centract| Kyle the CPA
Sign Contract CA | Kyle the CPA
2 The contract will open in an editable form. Click the “View Contract History” button near the top of
the form.
Parties that have signed the contract CPA [ Organization [|Dept of Audit
3 A window will pop up displaying each action that has occurred, the date it occurred, the name of

the person who performed the action, and the name of that person’s company. The results are in

the order of the date they happened.

Contract History

Below is a list of all activites th

at have occured for this contract

Action Taken
Contract was created

Contract was signed by the CPA.

Action Date | Contact Name Company Hame
412612010

Kyle Olsen Kyle the CPA

42602010 Kyle Olsen Kyle the CPA
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View a contract’s change history

If any changes are made to a signed contract, an entry will be made to the contract’s change
history. Please note that changes are only tracked for signed contracts.

To view the contract’s activity history, follow these steps.

Step Action
1 Click the Edit link from the contract hopper

Auditor

S onta s S MA | Kyle the CPA

Sizn Cuntraj Edit \CA | Kyle the CPA
Sign Centract| Kyle the CPA
Sign Contract CA | Kyle the CPA
2 The contract will open in an editable form. Click the “View Change History” button near the top of

the form.

Note! This button is only visible if the contract has a change history.

bterisk are required.

View Contract History View Change History *

\___________/

Period Begin Date ®  6/6/2009

3 A window will pop up displaying the field changed, the original value, the new value, the date the
change was made, which company made the change, and the name of the person who made the
change. The results are in the order of the date they happened.

Contract Change History
Below are all changes made to the contract since it was first signed by the originator.

If the Original Value field is empty, that means there was nothing entered for that field

Field Changed | Original Value | New\Walue Date Changes Made | Changed By | Contact Name
Expected file date | 6/6/2010 TRZ010 &/26/2010 Kyle the CPA | Kyle Olzen
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Extending the Audit Report due date

If you need to extend the audit report due date follow these steps.

Step Action

1 Click the Extend Report Due Date link from the contract hopper

: Audit Sign Date

2 A new window will pop open. Fill out the form and click the Submit Extension button.

Audit Report Extension Notification
Please be aware that an e-mail will be sent to all parties after the Submit Notification button is clicked

Audit Report Extension History

Original Audit Report Due Date *  7/7/2010

Extended Due Date ©  11/11/2010

Reason for Extension *  Need more time to gather the data. i

[Somicxerson, [ carce |

Note! All fields are required. If any fields are missing data when Submit Extension is clicked, they
will be highlighted in red.

Note! All parties of the contract will be sent an email that a report due date extension has been
submitted.
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Create an amendment to a contract

An amendment can only be created for a contract that has been signed by the originator,
second party, and the department of audit. To create an amendment, follow these steps:

Step Action
1 Click the Create Contract Amendment link on the Main Menu

Create Contract Amendme%

(changes or additions to an outstanding Contract to Ab=it Accounts)

Manage Contract Amendments

2 Click the “Select a Contract” link to display a list of available contracts that can be amended.

Contract Being Amended *  Sslect 2 contract

L=

3 A window will pop up with the list of contracts. Click the Select link next to the contract you wish to
amend.

s orgtone vegm b et o oprores s

Select | Kyle the CPA | Kyle the Org | 2/2/2007 21212008 | 42072010

Or you can click the Cancel button to return to the amendment form.

4 After you have selected a contract, you'll notice that some fields on the amendment form will be
filled in for you from the original contract. Fill in the remainder of the amendment form.
Explanations for each of the fields are in the table below this one.

5 To attach files, click the Browse... button, navigate through your computer’s folder structure,
attach the file, select a Description of the file (either an Engagement Letter or Miscellaneous) and
click the Attach File button.

Attached files [File name Description
Engagement Letter
File Name __Description | |
This is a test file-4-26-10_12-17-58 _doc Engagement Letter Delete
6 After you click the Attach file button, the file will be added to a list, as shown in the example above.

If you want to remove the file, click the Delete link next to it.

Note! All files you attach will be renamed to include your file’s original name and also the date and
time it was uploaded. This is done to ensure that all uploaded files have unique names.
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Step Action
7 After you have filled out the amendment to the extent you wish, click the Continue button at the
bottom of the page to save the amendment and display the verification page.

riify that the information on this form is accu

 contnee Jcorce

7a If there are any data validations errors, the field will be highlighted in red and an error message
will be displayed at the top of the page.

Amendment Number * |;

Amendment Purp{)ﬁe * _

Required fields are indicated by a red asterisk (*)

Field Description
Contract Being Displays the contracted CPA, organization, begin date, end date, and the
Amended(*) date signed by the department of audit. Read only.

Amendment Number(*)  The number of amendments that have been submitted for the selected
contract. This value is automatically generated and is read only.

Amendment Purpose(*) The reason you are creating an amendment.

Period Begin Date(*) The beginning date of the amended audit period.

Period End Date(*) The ending date of the amended audit period.

Division Responsible(*) Whether the amendment will be under the purview of County Audit or
Municipal Audit

Auditor Name(*) The name of the CPA firm (read only)

Address 1(*) The address of the CPA firm (read only)

Address 2 A second address of the CPA firm (read only)

City(*) The CPA firm’s city (read only)

State(*) The CPA firm’s state (read only)

Zip(*) The CPA firm’s zip code (read only)

Email (*) The CPA firm’s primary email address (read only)
Organization Name(*) The name of the organization (read only)

Address 1(*) The address of the organization (read only)

Address 2 A second address of the organization (read only)

City(*) The organization’s city (read only)

State(*) The organization’s state (read only)

Zip(*) The organization’s zip code (read only)

Email (*) The organization’s email address (read only)

Date of Agreement(*) The date the amendment was created.

Expected Report The date the audit report is expected to be filed with the Tennessee
Date(*) Department of Audit.

Separate report for Whether there will be a separate written report for any findings.

findings? (*)



Number of Copies
Copy Requirements
Fixed Auditor Fee(*)

Estimated Gross Fee(*)

Per Diem Schedule(*)
Attached Files
Additional Comments

The number of copies of the report required to be provided.
Any additional requirements associated with the copies to be provided.
The amount of the contract if it is a fixed fee.

Either Fixed Auditor Fee or Estimated Gross Fee must have a value — not
both.
The estimated amount of the contract.

Either Fixed Auditor Fee or Estimated Gross Fee must have a value — not
both.

This field is only required if Estimated Gross Fee has a value.

Any file uploaded to the contract.

Any additional comments relevant to the contract.
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Amendment Verification Page

After an amendment has been created, you can use the amendment verification page to view a
draft of the amendment, print a copy, sign the amendment, cancel the amendment, and other
activities.

Feature Description

Print amendment Clicking this button will actually open the amendment as a PDF, which can
be printed from that program.

To print a copy of the contract, please click the printer but

P M 1/1+

CONTRACT TO
Kyle C
Navigate amendment The amendment is two pages long. To go to the second page or return to the
pages first page, use these navigation buttons.
M1/ 1+
CONTRAC]
Ky
View attached files You can also open attached files. Scroll to the bottom of the page and click
the File link next to the file you wish to view.
, BFile Name  [Descripton |
Attached T8 i is a test file-4-26-10_12-50-24.doc Engagement Letter a@
To return to the contract editor form
Modify amendment Click this button to display the amendment in the same form as the create
contract amendment page.
Save for later Click this button to save any progress you’ve made and return to the main
menu
Sign amendment Click this button to display the sign amendment pop up window
Cancel amendment Click this button to cancel the amendment.

Note! Amendments that have already been signed by the TN Department of
Audit cannot be canceled using this system.

Note! If the amendment has already been signed, all parties will be sent
emails that the amendment has been canceled.

Notify others Click this button to display a pop up form that can be used to email other
people to let them know this amendment is on-going.
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Sign an amendment

[Step Action

1 Go to the amendment verification page
2 Scroll down to the bottom of the page. Click the Sign Amendment button.

Save For Later

Sign Amendment

Cancel Amendment i

Notify Others

3 Your name, title, and today’s date will be displayed on a pop-up window. You can modify your
name and title, if you wish. Click Sign Amendment when you're ready to add your digital signature

to the amendment.

This is a preview of your signature on the amendment. If you wish to sign the
amendment, click the Sign Amendment button below. Otherwise, click the Cancel
button. Please note that once you click "Sign Amendment”, an e-mail will
automatically be sent to the other party informing them there is an amendment
pending their action.

Signature Name: Kyle Olsen

Title: CPA|
Date: 4/27/2010

Cancel

Sign Amendment k

Note! Modifying your information here will NOT update your file. This information will only be used
for the signature block of this amendment.

4 After you have signed the amendment, you’ll notice that the Sign Amendment button is disabled.
Once you have signed an amendment, you cannot sign it again.

After you sign the amendment, the other party will be emailed that they have an amendment
pending their attention.
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Manage amendments

After amendments have been created, they can be accessed via links on the main menu, as
explained below.

Using the amendment filter links

Manage Contract Amendmenis

Number of amendments pending my action: 1

Number of amendments pending action from the second party: 1

Number of amendments pending action from Dept of Audit: 1

Click “Manage Contract Amendment” to view a list of all amendments associated with your
company.

Click the “Number of amendments pending my action” link to view a list of amendments that
await your review and signature.

Click the “Number of amendments pending action from the second party” link to view a list of
amendments you have signed, but need to be signed by the other party.

Click the “Number of amendments pending action from the Dept of Audit” link to view a list of
amendments that you have signed and that the second party has signed, but needs to be
signed by the department of audit.

Note! The links above will only be visible if there are any amendments that meet that status.

When any of these links have been clicked, the amendment hopper will be displayed, which is
explained in the next section.
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Using the amendment hopper

The amendment hopper is a list of amendments that involve your company in some form or
fashion. If one of the filter links from the main menu was clicked, that filter will be applied to the

hopper results.

The following features are available.

Feature

Description

Searching

Sorting the list

Sigh Amendment

You can search within amendments by auditor name, organization name,
amendment status, or one of the date fields. After you have entered your
search criteria, click the Search button to apply it.

W| Auditor Name confains

Search N QOrganization Name confains
Clear Status = All -

Period Begin Date ~ =

Note! Using the search bar will override any link filters applied.

Note! For auditor name or organization name, you can enter only a part of
the name and the search will find any matches for it. For example, if you
enter “Memphis”, the results will return any contracts that have “Memphis”
anywhere in their name.

Note! Click the Clear button to remove any applied search.
You can click the column headers to sort the list by that column. Click once
to sort in ascending order, click again to sort in descending order.

1 Kyle: ‘h CPA | Kyle the Org
Sign Amendment | Edit | 2 Kyle the CPA | Kyle the Org
Sign Amendment | Edit | 3 Kyle the CPA | Kyle the Org
Sign Amendment | Edit | 4 Kyle the CPA | Kyle the Org

Click the Sign Amendment link to view the amendment verification page.
From here, you can sign the amendment.

Note! If the amendment has already been signed by the department of audit,

you cannot even view the verification page. The amendment is considered
locked at that point.
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Feature Description

Edit Amendment Click the Edit link to view the amendment details page. From here, you can
make changes to the amendment.

Note! If the amendment has already been signed by the department of audit,
you cannot edit the amendment. The amendment is considered locked at
that point.
Extend the Report Due  Click this link to extend the audit report due date. A new window will pop up.
Date

Please see that section for details.

Amendment hopper column descriptions

Field Description |

Amend # The number of the amendment for a particular contract

Auditor The name of the CPA firm.

Org Name The name of the organization.

Begin Date The beginning date for scope of audit coverage.

End Date The ending date for scope of audit coverage.

CPA Sign Date The day the CPA firm signed the contract.

Org Sign Date The day the organization signed the contract.

Audit Sign Date The day the department of audit signed the contract.

Audit Rpt Rcd The day the audit report for this contract was received by the department of
audit.




Edit an amendment

To make changes to an amendment, follow these steps.

Step Action

1 Click the Edit link from the amendment hopper

Sign Amendment | Edit

2
Sign Amendment 3 Kyle 1
Sign Amendment | Edit | 4 Kyle

2 The amendment will open in an editable form.

Note! If the amendment has been signed by at least one party, you will be notified of that fact.
Any changes made to a signed amendment will result in all signatures being removed and emails
being sent to the other party involved.

3 Make whatever changes you wish and click the Continue button at the bottom of the form to
continue.

4 The form will validate the data. If there are any errors, the field will be highlighted in red. All errors
must be resolved before the changes can be saved.

5 After successful form validation, the amendment verification page will be displayed.
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View an amendment’s activity history

An entry will be added to the amendment’s activity history every time one of these events
occurs: Amendment created, amendment sighed, amendment canceled, amendment rejected
(by dept of audit).

To view the amendment’s activity history, follow these steps.

Step Action

1

Click the Edit link from the amendment hopper

Amend#t Auditol

Sign Amendment | Edit | 4 Kyle the

The amendment will open in an editable form. Click the “View Amendment History” button near the
top of the form.

[0 TNE OIRET PArtes Wno pPreviousty ST
| View Amendment History *

nntract [ Oirvgnizatinn Dont Af 4

A window will pop up displaying each action that has occurred, the date it occurred, the name of
the person who performed the action, and the name of that person’s company. The results are in
the order of the date they happened.

Amendment History

Below is a list of all activites that have occured for this amendment

Action Taken Action Date | Contact Name | Company Name
Amendment was created. AI2T02010 Kyle Olsen Kyle the CPA
Amendment was signed by the CPA, 4272010 Kyle Olsen Kyle the CPA
Amendment was signed by the organization. | 4272010 Kyle Jones Kyle the Org
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View an amendment’s change history

If any changes are made to a signed amendment, an entry will be made to the amendment’s
change history. Please note that changes are only tracked for signed amendments.

To view the amendment’s activity history, follow these steps.

Step Action

1

Click the Edit link from the amendment hopper

Sign Amendment | Edit,| 2 Kyle the

Sign Amendment | Edit Kyle the
Sign Amendment | Edit | 4 Kyle the

The amendment will open in an editable form. Click the “View Change History” button near the top
of the form.

Note! This button is only visible if the amendment has a change history.

[TSK are Tequired.

View Amendment History View Change History k

A window will pop up displaying the field changed, the original value, the new value, the date the
change was made, which company made the change, and the name of the person who made the
change. The results are in the order of the date they happened.

Amendment Change History
Below are all changes made to the amendment since it was first signed by the originator.

If the Original Value field is empty, that means there was nothing entered for that field

Field Changed Original Value | Hew\alue  Date Changes Made Changed By Contact Name
Number of Printed Copies 25 copies | 42772010 Kyle the CPA | Kyle Olzen
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Extending the Audit Report due date

If you need to extend the audit report due date follow these steps.

Step Action

1 * Click the Extend Report Due Date link from the amendment hopper
Audit Sign Date Audit Bpt Rcd
AZ22010 Extend Report Due DEte
Extend Report Due D
2 A new window will pop open. Fill out the form and click the Submit Extension button.

Audit Report Extension Notification
Please be aware that an e-mail will be sent to all parties after the Submit Notification button is clicked

Audit Report Extension History

Original Audit Report Due Date ™ 7/7/2010

Extended Due Date *  11/11/2010

Reason for Extension *  Need more time to gather the data. "

[Somncaerson, [ carce |

Note! All fields are required. If any fields are missing data when Submit Extension is clicked, they
will be highlighted in red.

Note! All parties of the amendment will be sent an email that a report due date extension has been
submitted.
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Upload a Report

If you have an audit report you are ready to submit to the Department of Audit, follow these
steps. Please note that only PDF files less than 25MB in size will be accepted.

Step  Action
1 Log in to the web site
2 From the Main menu, click the Upload Audit Report link

Upload Financial Informatio

Report Submission History

3 Fill in the form
4 Upload the files associated with this audit report
da Click the Browse button to open a window to your file system

4b

(%ect a file type
""l--._.___._lﬂb'

A dll Attach File

-

Select the file from your computer

Choose File to Upload

Laok in: Iﬂ My Dacuments j €} ¥ £ m-
E]Version Cue [B FTE
| (=) visual Studio 2005 I HpI-
My Recent | =yvisual Studio 2008 I HpI-
Documents [T visual Studio Projects B Haw
@ L@]Change-Production_Request @ Iriss
. @]ComptrollerVersionOfMultingencynppnssessment @Iistof
Desktop 9 Condemned ) e
= ‘B Default B8] Micrg
,] ) iskspare43 B Mos
h g EdisonToAudit TrackingDakaflow Bmy ¢
My Documents Wiy er of Lire ] obje
@Emergency Contact Procedures (BCP App C & D) @JOFHE
B Employes of the Year Award B ore
My.Elomputer I@JEMPLO\"EE PERFORMANCE EVALUATION AGREEMENT FY 09 10 @JPDSS
B Enhanced Web-based Reports & Audits B progs
. < | >
1 —
by Metwork File name: IEdisonToAuditTrackingDatarow j Open h
Flaces
Files of type: | &l Files (%) |

|
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Step  Action

4c Select a file type from the list available

(| Select a file type ‘|| Attach File

Selecha s type Ly

Audit Report computer
Separate Single Audit ]

*!|Management Letter E-

F— Governance Letter

Miscellaneous

Unaudited Financial Information

2]
]

=3

=]

O

Audit Report — Annual Financial Report of the activities of an entity.

Separate Single Audit — A separate report from the Annual Financial Report that
addresses the additional requirements of OMB Circular A-133.

Management Letter — A separate letter to management from the CPA

Cover Letter — Letter that identifies the report being filed.

Miscellaneous — any document other than the above 4 items.

Unaudited Financial Information — Financial information requested by the Department of
Audit (Division of Municipal Audit or Division of County Audit) that is not covered by an
audit contract monitored by the Department of Audit

4d Click the Attach File button

o

O O O O

C:WUsers\ig02016\Docume [ Browse... | Audit Report @

de You can add as many files as you like
Note! Only PDF files will be accepted. There is a link to Adobe’s web site on the form.

Required fields are indicated by a red asterisk (*)

Field Description

Is this a revised version?  Mark this as “yes” if you have already submitted a report, but need to submit
*) a revised version of that report

Revision summary(*) Note: Only required for revised reports

If you are submitting a revision, enter an explanation of what has been

revised
Responsible division(*) Indicate whether County Audit or Municipal Audit needs to review this report
Report year(*) Indicate the fiscal year this report covers
Organization type Note: Municipal Audit organizations only

This is a list of the different types of organizations audited by Municipal Audit.
It can be used to filter the list of organizations, but it is not required.

Report entity(*) This is a list of the audited organizations. If you cannot find the entity for
which you are reporting, please contact our office.
Contract status(*) Indicate whether you have submitted a contract to audit accounts for the

selected year and organization.
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Explain why the contract
was not submitted(*)

Findings? (*)
Findings related to
ARRA? (*)

Opinion? (*)
Opinion type(*)

Enterprise funds? (*)

Reported funds(*)

Other funds(*)

Decrease in net assets(*)

Deficit in net assets(*)

Defaulted debt(*)

Water loss percentage(*)

Note: Only required if Contract Status is marked as Not Executed

If you have not submitted a contract, enter the reason why.
Indicate whether there were any findings.
Note: Only required if Findings is marked as Yes

Indicate whether the findings are related to the American Recovery and
Reinvestment Act (ARRA).

Indicate if there was an opinion, other than an unqualified one.

Note: Only required if Opinion other than unqualified is marked as Yes

Choose the type of opinion it is.
Note: Municipal Audit organizations only

Indicate whether enterprise funds were reported.
Note: Municipal Audit organizations only
Note: Only required if Enterprise funds reported is marked as Yes

If the reported fund or funds are listed in the check boxes, check all that
apply.

Note: Municipal Audit organizations only

Note: Only required if Enterprise funds reported is marked as Yes and no
funds were checked.

If the reported fund or funds are not listed in the check boxes, type them
here.

Note: Municipal Audit organizations only

Note: Only required if Enterprise funds reported is marked as Yes

Indicate whether any system reports a decrease in net assets in the current
and prior year.

Note: Municipal Audit organizations only

Note: Only required if Enterprise funds reported is marked as Yes

Indicate whether any system reported a total deficit in net assets.
Note: Municipal Audit organizations only
Note: Only required if Enterprise funds reported is marked as Yes

Indicate whether there was any defaulted debt.
Note: Municipal Audit organizations only
Note: Only required if Enterprise funds reported is marked as Yes and Water

or Water and Sewer/Wastewater are checked in the reported funds list.

Type in the percentage of water loss.
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Field Description |

Unaccounted gallons(*) ~Note: Municipal Audit organizations only
Note: Only required if Enterprise funds reported is marked as Yes and Water
or Water and Sewer/Wastewater are checked in the reported funds list.

Type in the number of gallons of unaccounted for water.

Schedule conformation(*) Note: Municipal Audit organizations only
Note: Only required if Enterprise funds reported is marked as Yes and Water

or Water and Sewer/Wastewater are checked in the reported funds list.

Indicate whether the schedule of unaccounted for water conforms with the
Audit Manual.
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Verify and Submit the Report

Verify

After you fill in the report form and click the Continue button, the report verification page will
display. It contains a summary of the report you are about to submit. Please look over this form
to ensure it is correct.

Contract Status: Contract Executed

Division responsible for this audit: Municipal Audit
Reportyear: 2010
Entity name: Kyle the Mercurian {[unknown] - 11563)
Comments: This is the official financial report
Findings: There were findings, but they were not related to ARRA
Opinion other than unqualified: There is an opinion other than unqualified; Qualified
Enterprise Funds: Enterprise funds were reported

Water, Water and Sewer/\Wastewater
There was a decrease in net assets for the current year and prior year
There was a deficit in total net assets
There was NO defaulted debt
Water loss percentage: 20%
Gallons unaccounted for: 200

The schedule of unaccounted for water conforms with the example in the
Audit Manual

File Name: schedulec_wfooter(test) pdf

This is an original submission

To return to the previous form to modify any of the data, click this button

To submit this data, click this button Submit this data
To cancel this submission, click this button

If you need to change anything, click the Revise this data button. You will be taken back to the
report upload form. Make whatever changes you need to make, and then click the Continue
button.

Submit

When you are ready to formally submit the report, click the Submit this data button. A
confirmation page will display indicating that the submission was a success. You will also
receive a verification email at the contact email address you provided.

From this page, you can also choose to add another report, if you wish.

After you have submitted a report, we will be in contact with you via the contact email addresses
you provided.
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View the report submission history

After you have submitted audit reports, you can view your submission history by clicking the
“Report Submission History” link on the main menu.

E Report Submission Histﬂi 2

The report submission hopper will be displayed. An explanation of the columns is below.

Audit report submission hopper column descriptions

Field Description

Rev# If revisions have been uploaded, this is the number of the revision.
Sta The status of the report used by the department of audit.

| = Incoming, to be reviewed
P = Posted

D = Denied

R = Removed

PC = Posted and Checked In

Div The department of audit division responsible for reviewing the report. CA =
County Audit. MA = Municipal Audit.

Year The year the report applies to.

Entity Name The entity the report applied to.

Submitter The name of the organization who submitted the report.

Contact Name The name of the person who submitted the report.

Date Received The date the report was received.

Posted Date The date the report was posted

Uploaded Files Links to the files that were uploaded.
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Create a CMFOA Designation or Exception Form

Set Designation Form authority

You can request designation form authority by clicking Manage my Account from the Main
Menu...

Manage my Account
{change address, email, etc.) I}

...And marking the “Are you the mayor, recorder, or equivalent authorized to create CMFOA designation
forms” option to Yes...

T

Are you the mayor, recorder, or g Yee = Mo
equivalent authorized to create ]/\\3 )
CMFOA designation forms?

Your name *

Ciemmemeve Tles

...Then click Save to confirm your change.

uiton B

g that this information is accurate and complete to the extent

Account Change History

Heole

Nl Bimrmig
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Start a New Designation Form

From the Main Menu, click the Create CMFOA Designation/Exception Form link

Create CMFOA Designation/Exception For

(=zign & form, print & copy, updsate expiration dates, etc.)

Select which designation form you are creating (CMFO is employee, qualified exempt
employee, qualified contractor, or continuing education employee) and click the Start
Designation/Exception Form button

i CMFO is employee of the city

= Qualified exempt employee

City employee who is 8 CPA or other exempted professionsa!

= Qualified contractor

City has contracted with an individual who is 8 CMFO oris a
CPA or other exempted professional. To qualify for this, your
municipaltiy must have less than 300,000 of revenue and less
than $300,000 of debt. Pleaze refer to the TCA document link
on the left.

= Continuing education employee

City employee who is the Financial Qversight Dezignee (FOD)
who does not have a CMFO certification, but must take 24
hours of CEU each year. To qualify for this, your municipality
must have less than §100,000 of revenue and less than
£100,000 of debt, as well 8z some other conditions. Please
refer to the TCA document link on the left for the exact
requirements.

Start Designation/Exception Form
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This will display the Designation Form as shown below.

Certified Municipal Finance Officer Act
Designation Statement

City information can only be changed from the Manage my Account page

City/Town

City Address

City Phone Number

City Email Address

Finance Officer Name * Select one -
Thiz iz the perzon with financial oversight responzibility. If vou do not

vou gre frying fo select, they must sign up for 8 CMFOA sccount at thi.

Business Address
Business Phone Number
Business Email Address
Title

Length of employment with city Years Months

Designation Effective Date *
Designation Expiration Date

Comments

The City Information section (shown below) is read only. It is based on the information from your
account. If you need to change this information, you can do so by returning to the Main Menu, and
clicking Manage my Account.

City information can only be changed from the Manage my Account page

City/Town

City Address

City Phone Mumber
City Email Address
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Select the name of the person with financial oversight responsibility from the Finance Officer
Name list, shown below. This list contains the names of the people who have an approved
CMFOA account with the web site. If the name you wish to select is not displayed, that person
will need to sign up for a CMFOA account at this web site:
https://www.comptrollerl.state.tn.us/RA _Upload/CMFOWelcome.aspx

Finance Officer Name * Select one

MNone - CEUs only
Apple Pie - Johnny

Bill Case - Goodlettsville
Bill Case - Signal Mountain

Business Address

Business Phone Number

After you select a name, you can fill in the Business Address, Phone Number, E-mail, Title, and
Length of Employment fields, shown below. These fields are optional.

Business Address
Business Phone Number
Business Email Address

Title

Length of employment with city Years Months

Enter the Effective Date of the Designation Form — this is required. If you happen to know the
Expiration Date, you can also enter it here, or any comments that pertain to this form.

Designation Effective Date *
Designation Expiration Date

Comments

Check the data certification box.

[] | certify that the above named person is employed as a recorder, city clerk, director of finance, or other official or employee who
has oversight responsibilities relative to the municipality’s financial operations.

46


https://www.comptroller1.state.tn.us/RA_Upload/CMFOWelcome.aspx

Signing the Designation Form

Click the Sign Designation Form button if you are ready to save and sign the Designation Form.

Sign Designation Form
Cancel Designation Form

Return to Menu

When you click the Sign Designation Form button, the Signature Page is displayed, as shown below.

Enter your name and title, select an authority level, and click Sign Form.

Please enter the name and title you want to sign the
form with, and click the Sign Form button below.

Please make sure that your other city representative signs this form as well. It must
have at least two signatures from the city before Audit is notified.

&

Signature Name: * Randall McMayor

Title: * Mayor

Authority level: * @ Mayor/Equivalent © Recorder/Equivalent

[ornrom et

You will be returned to the Designation Form. Notice that a signature line has been added, as
shown below.

Designation Effective Date * 3/1/2012

Designation Expiration Date

Comments For testing purposes

| certify that the above named person is employed as a recorder, city clerk, director of finance, or other official or employee who
has oversight responsibilities relative to the municipality’s financial operations.

@I”awres Randall McMayor, Mayor, 3/5/2012 )

You have already signed the form and cannot sign it again
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Notice also that the Sign Designation Form button is now disabled — you can only sign a
designation form once.

Note! You will need to have a second person from your city sign the designation form before it
is sent to the TN Department of Audit.

Managing Designation Forms (updating or 2"d person ready to sign)

From the Main Menu, click the Manage Designation Forms link. The designation forms will be
displayed as shown below.

Status Effective Expires

Select CMFO Wally CPA Randall 352012 Pending  3M/2012 Edit PDF
Employee  Bueno McMayor

Select CEU Kyle K. McCheese  2/28/2012 Grimace 2282012 22812012 Approved 2M2012 Edit PDF
Employee  Olsen

Zalzer Chglifised A EEE (ETyTHGE | Caneslizd L] it POF
ERCTIDL i)

Select CMFO Zed D. Grimace 22712012 McCheese 202772012 22712012 Approved 2M/20M2  2M/2020 Edit PDF

Employee  Smoke

Click Select to view that designation form. If the Select link is disabled, the form has either
been signed by Audit or cancelled, and can no longer be modified.

Walhy
Bueno

Select CEU Kyle K.
Employes  Olsen

Click Edit to change the Expiration date of a form. After you click Edit, the Expiration Date field
will become editable, and Update and Cancel buttons will be displayed. After you are finished
with your change, click the Update button.

Effective Expires

Ir2M2 Update Cancel PDF
- % -
S0 peft PIF
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Click the column headers to sort the rows by that column

CMFOA CMFOA Mayor
Hame Title Hame

CHMFO Wal 'u CPA, Randall
Employee Bueno McMayor

Cancelled form are highlighted in blue.

T

Seleer Cualifizd St 2T TTTE ot S T 1 Canczlzd AFLLH]E
ERETIL i

ol

)
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Managing City /Municipality Information

CARS accounts associated with cities can view and update key city information, such as mayor
data, city recorder data, financial contact data, and other items.

From the Main Menu, click the City/Municipal Information link

City/Municipality Infc-rmaltit:n:El
tc.)

{mayor, city recorder, CMFO, compliance stal

When the links is clicked, the page will display as shown below.

Return to Menu Save Changes

City and Audit Info || Mayer and Recorder/Equivalent | CMFC= (| Financials || Fines || Letters

City Information
Name

CMFOA status
Compliance status

Compliance date

Audit/Financial Contact Information
This is the point of contact for your local government, not your CPA

MName " Ted Boat
Phone Mumber * 555-0000

Email Address " Ted@test.org

The page is broken into several tabs, with City and Audit Info displayed by default. Click the tab header
to view the data on that tab.

After you have made your changes, click the Save Changes button to commit them.

Save Changes

Mayora

Return to Menu

City and Audit Info 1l l'.‘.r.1_FDs Financials | Fines || Letters|

City Information
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City and Audit Info
The City Information section is read only.

e CMFOA Status is the status of the CMFOA person listed in the most recent active designation form.
e Compliance Status is the status of the city’s compliance with the CMFOA rules.
e Compliance Date is the date the city became compliant with the CMFOA rules.

The Audit/Financial Contact Information is editable and all fields are required to contain data, even if it’s
“None”.

City and Audit Info | Mayer and Recorder/Eguivalent | CMFOs | Financials || Fines || Letters

City Information
MName

CMFOA status
Compliance status

Compliance date

Audit/Financial Contact Information

This is the point of contact for your local government, not your CPA
Name " Ted Boat
Phone Number * 555-0000

Email Address " Ted@test.org

Mayor and Recorder/Equivalent

These fields are editable and all are required to contain data, even if it’s “None”.

City and Audit Info | Mayer and Recoerder/Equivalent || CMFOs || Financials || Fines || Letters

Mayor Information
Mame " OmegaCrg Mayor
Phone Mumber* 4445555

Example: 995-393-3335
Email Address * Mayor@test.org

Date of Office ™ 4712000

Recorder/Equivalent Information
Mame " OmegaOrg Recorder
Phone number * ggg-7777

Example: 999-999-9559
Email Address * Recorder@test.org

Date of Office * 2/2/2000
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CMFOs

This is a list of the CMFOAs from the city’s designation forms, sorted from most recent to least.

City and Audit Info | Mayor and Recorder/Equivalent | CMFOs | Financials | Fines || Letters |

Finance Officer Designation Form History

Legal Hame Title Business Email Business Phone Effective Date Expiration Date Status

Shasta Zip 444-5555 Jzmz2 Active

Wally Bueno CPA Wally@tn.gov 111-2222 INzu2 Active

Zed D. Smoke 3334444 21202 2M/2020 Active

Kyle K. Olzen 2n2mz Active
Financials

This is financial information from the audit reports the city has submitted to the TN Department of
Audit.

Note! The CMFOA Level is level of representation the city must have to remain in compliance with
CMFOA rules. Please refer to the CMFOA Level Summary section of this guide for a detailed

explanation about the levels.

City and Audit Info || Mayor and Recorder/Equivalent | CMFOs | Financials || Fines | Letters |

Financial Summary (based on submitted audit reports)

Grants Gross Rev - Debt Het Assets Negative Het Defaulted
Grants Deficit Assets Debt
2012 $100,000.00 $50,000.00 $50,000.00 $15,000.00 525,000.00 $10,000.00 $5,000.00 Exempt - 2
(2a)
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CMFOA Level Summary

Step 1 —Is gross revenue — grants > 100,000?

a. If Yes — Go to Step 2
b. If No— Go to Step 4

Step 2 —Is gross revenue > 500,0007?

a. If yes — City must have CMFO or Exempt Individual in its employ (CMFO - 1 (2a))
b. If no—Go to step 3

Step 3 —Is debt > 500,0007

a. If yes — City must have CMFO or Exempt Individual in its employ (CMFO — 1 (3a))
b. If no — City must, at a minimum, contract with a CMFO or Exempt Individual (Exempt -2 (3b))

Step 4 — Is debt > 500,0007

a. If yes — City must have CMFO or Exempt Individual in its employ (CMFO — 1 (4a))
b. If no — Go To Step 5

Step 5 —Is debt > 100,000

a. If yes — City must, at a minimum, contract with a CMFO or Exempt Individual (Exempt — 2 (5a))
b. If no—Goto Step 6

Step 6 — Are there negative net assets? (Is the net assets amount negative?)

a. If yes — City must, at a minimum, contract with a CMFO or Exempt Individual (Exempt — 2 (6a))
b. If no—Goto step 7

Step 7 — Is the change in net assets negative for 3 years? (for the current and prior 2 years)?

a. If yes — City must, at a minimum, contract with a CMFO or Exempt Individual (Exempt — 2 (7a))
b. If no—Go to step 8

Step 8 — Is defaulted debt > 0?

a. If yes — City must, at a minimum, contract with a CMFO or Exempt Individual (Exempt — 2 (8a))
b. If no — City must complete 24 hours of CEU annually (CEU - 3 (8b))
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Fines

The Fines tab contains data about any fines that have been levied due to non-compliance with
the CMFOA rules. If no data is shown here, the city has no fines.

There are three possible sections of data, as shown below.

City and Audit Info | Mayor and Recorder/Eguivalent | CMFOs || Financials || Fines || Letters

CMFOA Non-Compliance Fines

Be aware that if a fine has no End Date below, it is recalculated daily

Fine ID Start Date End Date Fine Days Fine Amount Status

Select 13 2112012 33 §1,650.00 Open

Invoices

Based on selected fine above

Fine ID Start Date End Date Due Date Amount Invoice # Status

13 2MEM2 2292012 ME2M2 $1,20000 8 Outstanding

Fine Payments
EBased on selected fine above

Fine ID Amount Paid Date Paid Status

13 3200.00 2M5/2012  Accepted

CMFOA Non-Compliance Fines
This section shows the fine’s ID, start date, end date, number of days, amount, and status.

Note! If there is no end date, the fine days and amount and recalculated daily.
Note! Fine days and amount count ALL days, including weekends and holidays.

CMFOA Non-Compliance Fines

Be aware that if a fine has no End Date below, it is recalculated daily

Fine ID Start Date End Date Fine Days Fine Amount Status
Select 13 2112012 = §1,650.00 Open

54



Invoices
Invoices are generated by the TN Department of Audit to collect fine payments.

The data in this section is based on the selected Fine, shown above. If there are multiple fines, you can
view the Invoice information by clicking the Select link. The most recent Fine is selected by default.

This section shows the Fine ID related to the Invoice, the start date, end date, due date, amount, invoice

#, and status.

Invoices
Based on sefected fine above

Fine ID Start Date End Date Due Date Amount Invoice # Status
13 21202 2202012 SM2012 51,200.00 9 Outstanding

Fine Payments
Payments are made by the city to the TN Department of Audit due to their CMFOA non-compliance.

The data in this section is based on the selected Fine, shown above. If there are multiple fines, you can
view the Payment information by clicking the Select link. The most recent Fine is selected by default.

This section shows the Fine ID related to the payment, the amount paid, the date paid, and the status of

the payment.

Fine Payments
Based on selected fine above

Fine ID Amount Paid Date Paid S5tatus

13 $200.00 2152012 Accepted
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Letters

The letters tab displays links to all CMFOA files associated with the city, whether it is completed
designation forms or other correspondence related to the city.

Click the link to the open the file.

City and Audit Info | Mayor and Recorder/Eguivalent || CMFOs | Financials | Fines || Letters |

11612-2012-cmfoadesignationform-2-28-12 7-51-4.pdf
1161.2-2012-cmfoadesignationform-2-27-12 2-27-4 pdf
11612-2012-cmfoadesignationform-2-24-12 9-19-44. pdf
11612-201 2-cmfoadesignation form-2-24-12. pdf
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Our Contact Numbers and Information

Municipal Audit
Phone: (615) 532-4460
E-mail: MA.Web@cot.tn.gov

County Audit
Phone: (615) 401-7841
E-mail: CA.Contracts@cot.tn.gov
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